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Latest Update Information 

The following change has been made to the Remote Forms Queuing System (RFQS) procedure: 

 

Section Description of Change 

RFQS Procedure Manual Procedure document has been updated throughout to be 
accessible with assistive technology according to Section 508 of 
the Rehabilitation Act. 
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System Overview 

The Remote Forms Queuing System (RFQS) procedure provides instructions for accessing and 

using RFQS. This procedure also illustrates and describes each form and tickler report available 

through RFQS. RFQS is an online report-generator system of the United States Department of 

Agriculture's (USDA) Payroll/Personnel System (PPS). 

RFQS is a computerized batch-processing system that uses information in USDA's PPS database 

to provide Agency personnel offices with electronic control in obtaining forms and tickler reports 

at remote sites.  

Payroll and personnel forms and tickler reports currently available to Agencies in RFQS are 

categorized into three menus as follows: 

 Forms menu 

 Control Listings menu 

 Notification Listings menu 

Each of the RFQS menu categories listed above has a selection menu. The selection menu provides 

a list of all forms (by form number and title) or reports that are available for printing within that 

category. A timetable showing when RFQS forms and reports are available for printing is given 

later in this section. The selection menus can be accessed on remote terminals by following the 

sign-on instructions in this procedure.  

The Forms menu lists the Standard Form (SF) 50-B, Notification of Personnel Action; SF 1150, 

Record of Leave Data; and other payroll and personnel forms available for printing purposes. The 

Summary Counts option displays the number of forms that have been processed and indicates if 

they are ready for printing. 

The Control Listings menu lists the tickler reports available for printing that relate to employee 

within-grade increases, performance appraisals, and probationary period report forms listed on the 

Forms menu. These forms include wage-system grade employee data. The Summary Counts 

option displays exactly how many pages are ready for printing. 

The Notification Listings menu lists additional payroll and personnel tickler reports available for 

printing. The Summary Counts option displays exactly how many pages are ready for printing. 

Also available from this menu are the Federal Employees Health Benefits (FEHB) and Thrift 

Savings Plan (TSP) Employee Express status letters. Employee Express is a system that allows 

current employees to update their payroll data via touch-screen kiosks and touch-tone telephones 

in lieu of submitting payroll documents for processing to their personnel offices. The letters are 

issued to the employee through the personnel office to confirm enrollment and/or change in 

enrollment in FEHB and/or TSP program. 

All Summary Counts options in RFQS display important information in requesting printouts of 

forms or reports and can only be viewed online. Summary Counts options should be selected first 
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to inform the user of the number of forms or reports that have been processed and to indicate 

whether they are ready for printing. 

Users can complete Form AD-961, Remote Forms Queuing System (RFQS) Election Form, to 

elect to print forms and/or tickler reports at remote sites through RFQS. A description and 

illustration of Form AD-961 is given later in this procedure.  

Another category on the RFQS menu is the VPS - Printing Program. VTAM Printer Support 

System (VPS) is a part of the Time Sharing Option (TSO) software package and is used for printer 

control. VPS has an interface VPS Monitor and Control Facility (VMCF). For more information 

on VPS, see the Interactive System Productivity Facility (ISPF) procedure which is available 

online at the NFC Web site. To view and/or print this procedure, select HR and Payroll Client from 

the My NFC drop-down menu on the NFC homepage. At the HR and Payroll Client page, click the 

Publications tab in the center ribbon. Select the ISPF manual located under the Reporting 

publication category. Users with other types of printers should follow their normal procedures to 

retrieve and print reports.        

For questions about payroll/personnel policies and regulations, contact your Committee for 

Agriculture Payroll/Personnel System (CAPPS) representative. 

For questions about the National Finance Center (NFC) processing, authorized Servicing 

Personnel Office representatives should contact the NFC Contact Center at 1-855-NFC-4GOV 

(1-855-632-4468) or via the Internet using the Requester Console. 

This section includes the following topics: 

Availability of Forms and Reports.............................................................................. 4 

RFQS Election Form .................................................................................................... 6 

System Access ............................................................................................................ 9 

System Edits ................................................................................................................ 9 

Help Screens .............................................................................................................. 10 

Function Keys ............................................................................................................ 10 

Sign-On Instructions ................................................................................................. 11 

Signoff Instructions ................................................................................................... 14 

Changing Your Password ......................................................................................... 14 

 
 

Availability of Forms and Reports 

The RFQS Processing Chart provides a timetable showing when RFQS forms and reports are 

available for printing. SF 50-Bs are available for printing after a pass is processed to update the 

RFQS file. 
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Except for Form SF 50-B forms, tickler reports in RFQS are available for processing after the 

Bi-Weekly Examination Analysis and Reporting System (BEAR) generates a "system sweep" on 

the second Sunday following the end of a pay period. BEAR performs an analysis of the 

Payroll/Personnel database for the purpose of generating tickler actions and producing outputs for 

subsequent processing through other systems, such as RFQS. BEAR then closes out the prior pay 

period and sets up the current pay period for payroll/personnel-related information. 

The first pass of SF 50-Bs is processed on the first Sunday following the end of a pay period.   

The second pass of SF 50-Bs is processed on the second Sunday following the end of a pay period. 

This pass prints the SF 50-Bs in the system. 

Note: Form SF 50-B can be printed after processing of BEAR at the end of the processing cycle.   
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All other forms and/or reports are processed on the second Sunday following the end of the pay 

period. 

 

Figure 1: RFQS Processing Chart 

 

 

RFQS Election Form 

Agency personnel can complete Form AD-961 to update distribution of the SF 50-B, SF 1150, 

tickler reports, and/or forms through RFQS.  

To request a change by mail, return the AD-961 to: 
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 USDA, National Finance Center 

 GESD, Payroll Processing Branch 

 P.O. Box 60000 

 New Orleans, Louisiana 70160 

To fax a change request, send the AD-961 to the Personnel Processing Branch at FAX Number 

504-426-9767. 
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Figure 2: Remote Forms Queuing System (RFQS) Election Form 
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System Access 

To access security information in RFQS, you must: (1) have authorized security clearance and (2) 

use a personal computer that is connected to the mainframe computer located at NFC. For 

information about connecting and disconnecting from your telecommunications network, see the 

instructions that are provided with your specific network. 

 

System Edits 

RFQS performs edit and/or validity checks on entered data, as applicable. If the data does not pass 

system edits, an error message is displayed at the bottom of the screen or under the Command line 

on the Selection Criteria screen.  

Below is the list of RFQS edit messages. 

Agency Must Be Entered if Org Lev2 Is Entered 

Department Code Invalid 

Department Code Must Be Entered 

Invalid Employing Office - Please Rekey 

Invalid Entry - Please Rekey 

Invalid Department Code - Please Rekey 

Invalid Option - Please Rekey 

Invalid Organization Agency - Please Rekey 

Invalid Pass - Please Rekey 

Invalid Pay Period - Please Rekey 

Invalid User Response - Please Rekey 

Job Name Character Must Be Alphabetic 

Not Authorized Access - Please Rekey 

Not Available at This Time 

Number of Copies Must Be Between 1 and 5 

Org Agency Must Be Entered 
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Org Agency and Submitting Office Cannot Both Be Blank or Zero 

Org Lev2 Must Be Entered if Org Lev3 is Entered 

Org Lev3 Must Be Entered if Org Lev4 is Entered 

Pay Period Entered Greater Than Last One Processed 

Remote Destination Must Be Entered 

Report Creation Error - Please Rekey 

RFQS is Temporarily Out of Service 

SSN1 Must Be Entered if Others Contain Data 

SSN2 Must Be Entered if SSN3 Contains Data 

Submitting Office Must Be Entered 

Sysout Class Must Be "A" or "X" 

The SF 50s Are Temporarily Out of Service for Your Agency 

The SF 50s Are Temporarily Unavailable 

The Current Pay Period for Processing SF 1150s is Pay Period < >. Only Pay Periods Prior to This 
Are Permitted. 

The SF 50s Are Temporarily out of Service for Your Agency 

User Name Must Be Entered 

 
 

Help Screens 

Help screens are available for the Selection Criteria screens in RFQS. At the Command line type H 

to access help. The help screens display a narrative description for each field. Type R to return to 

the menu. 

 

Function Keys 

Your keyboard includes: 

 Program function keys (PA, PF, F, etc.), used to execute functions and display specific 

screens in the system. 
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 Other function keys (Enter, Clear, etc.). 

For instructions on your equipment usage, see the manufacturer’s operating guide or consult your 

Agency automatic data processing (ADP) staff. 

The special functions of these keys in RFQS are displayed at the bottom of each screen.  

Instructions follow for using the RFQS menu and system options. 

 

Sign-On Instructions 

To access this system, you must: 

1. Sign on to the NFC Mainframe. The NFC Mainframe Warning screen is displayed. 

 

Figure 3: NFC Mainframe Warning Screen 
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2. Press Enter to display the NFC banner screen. 

 

Figure 4: NFC Banner Screen 
 

3. Complete the fields as described below. 

Field Description/Instruction 

Enter User ID Type your assigned user identification (ID) (i.e., NF0999). Press Tab. 

Password Type your password. (Your password is not displayed on the screen.) 
Press Tab. 

Note: You may press Enter (instead of Tab) after typing your password 
to go directly to the CL/SUPERSESSION Main Menu screen. 

New Password? Displays system-generated "N." 

If you are not changing your password, press Tab. If you are changing 
your password, enter "Y." Then complete the steps for changing your 
password as described under Changing Your Password (on page 14). 

Enter Application Name Type the application acronym and press Enter to go directly to that 
system. 

OR 

Leave the field blank and press Enter to go directly to the 
CL/SUPERSESSION. 

 

4. At the CL/SUPERSESSION Main Menu screen: 

 Press F8 to scroll through the Session IDs until the appropriate Session ID appears.  

 Tab until the cursor is located on the line next to the Session ID. 

 Press Enter. 
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OR 

 Press F9 to bring the cursor to the Command Line at the bottom of the screen and 

retrieve a specific Session ID. 

 Type s. 

 Press the space bar once. 

 Type the Session ID acronym. 

 Press Enter. See screen below for an example. The applicable system is displayed. 
 

 

Figure 5: CL/SUPERSESSION Main Menu Screen 
 

 

Figure 6: CL/SUPERSESSION Main Menu Screen (Session ID Displayed) 
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Signoff Instructions 

Follow the signoff-screen prompts at the bottom of the screen to exit the system or to return to the 

CL/SUPERSESSION Main Menu screen. 

 

Figure 7: CL/SUPERSESSION Main Menu Screen 

1. At the CL/SUPERSESSION Main Menu screen, press F3 and the Exit Menu popup is 

displayed. 

2. Position the cursor in front of Exit and press Enter to exit and terminate the 

CL/SUPERSESSION. 

OR 

Position the cursor in front of Resume and press Enter to exit the application without 

terminating the CL/SUPERSESSION Main Menu screen. 

 

Changing Your Password 

If you need to change your password: 
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1. Type "Y" next to the New Password? prompt on the NFC banner screen. 

 

Figure 8: NFC Banner Screen (with New Password? prompt set to Y) 

2. Press Enter and the Change Password screen appears. 

 

Figure 9: Change Password Screen 

3. Enter the new password. 

4. Verify the new password. Once you have entered your new password and verified it, the 

system will display another screen stating that the password was changed. See screen 

below. 

Note: You may change your password at anytime, but no more than once a day. Before your password 

expires, you will be prompted to enter a new password. 

 

Figure 10: Password Changed Verification Screen 
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RFQS Menu 

After you access RFQS, the Remote Forms Queuing System menu is displayed. 

 

 

Figure 11: Remote Forms Queuing System Menu 

The menu provides four submenus for viewing data and selecting a form or report for output. 

Below is a brief description of each submenu. 

Forms Menu - Used to display payroll and personnel forms available for printing purposes. Below 

is a list of options available on the Forms submenu: 

 (SF 50-B) Notification of Personnel Action 

 (SI-650) Personnel Notification Document 

 (AD-658) Notification of WGI Due 

 (AD-435) Performance Appraisal 

 (AD-507) Expiration of Prob/Trial Period (HUD-25013, DOJ-545) 

 (AD-773) Expiration of Suprv/Prob Period (HUD-25013A, DOJ-546) 

 (CD-416) Certification for WGI 

 (CD-35) Probationary/Trial Period 

 (SF 1150) Record of Leave Data 

 Summary Counts of SF 50-B and SI-650 

 Summary Counts of SF 1150 Forms 

 Summary Counts of All Other Forms 

 Return to Previous Menu 
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Control Listings Menu - Used to display tickler reports available for printing that relate to the 

forms listed on the Forms menu. Below is a list of options available on the Control Listings 

submenu. 

 Classified Employee WGI List 

 Performance Appraisal 

 Probationary Trial Period 

 Supervisory/Managerial Form AD-773 

 Supervisory/Managerial Form CD-352 

 Summary Counts of All Control Listings 

 Return to Previous Menu 

Notification Listings Menu - Used to display various tickler reports available for printing. Below 

is a list of options available on the Notification Listings submenu. 

 Expiration of Limited Appointments 

 Employees in Non-Pay Status with Expired NTE Dates 

 Taper/Status Quo Employees Eligible for Career 

 Employees Approaching Expiration of Grade Retention 

 Retirements 

 Vacancy Review Notice 

 Notification of Position to be Inactivated 

 Interim Performance Evaluation 

 Conversion to Career Tenure 4-Week Notification 

 SES Recertification Notification 

 Position NTE Date Approaching Expiration 

 Projected Duties Follow Up 

 Employees Approaching Expiration of Detail Assignment 

 Employees Approaching Expiration of Temporary Promotion 

 Federal Wage System WGI 8-Week Notification 

 Temporary Employees - FEHB Coverage Eligibility 

 Performance Evaluation Eligibility 
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 Notification of Longevity Percent Changes 

 Notification of Adjustment to Longevity Date 

 90-Day Notification for Recertification of Retention Allowance 

 Listing of Employees with Union Dues Change 

 FEHB Letters - Electronically Processed 

 TSP Letters - Electronically Processed 

 List of Employees on LWOP Pend OWCP for 3 or more MNTHS 

 Summary Counts of All Notification Listings 

 Return to Previous Menu 

VPS - Printing Program - Allows users with 3270 printers to monitor and control the printing of 

RFQS forms and reports through the VMCF. 

For an illustration and brief description of each form and report, see Exhibits (on page 37) in this 

procedure. 

It is important to first select and view the Summary Counts options before requesting specific 

forms to print. The summary counts inform the user of the number of forms that have been 

processed and indicate if they are ready for printing. 

To select a submenu, Tab to the desired submenu and press Enter. The desired submenu is 

displayed listing the forms available for the submenu. 

 

Figure 12: Submenu (Example is for the Forms Submenu) 
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Summary Counts 

The Summary Counts options are available on the RFQS submenus. These options are used to 

display important information in requesting printouts of forms and reports for a specific pay period 

and can only be viewed online. Summary Counts options should always be selected first to inform 

the user of the number of forms or reports that have been processed and to indicate whether they 

are ready for printing. The information is displayed immediately after entry of the Selection 

Criteria Screen for Summary Counts. 

For purposes of the procedure, instructions relate to the first Summary Counts option on the Forms 

menu, Summary Counts of SF 50-B and SI-650, with exceptions noted where applicable. 

To select this option, at the Forms menu, Tab to the Summary Counts of SF 50-B and SI-650 

option and press Enter. The pay period selection screen is displayed. 

 

Figure 13: Pay Period Selection Screen (Example is for Summary Counts of SF 50-B and SI-650) 

Data is processed for a pay period after BEAR executes. 

To select another option, Tab to the option desired and press Enter. The appropriate option name 

appears on each screen. 

Below is a brief description of each option on the pay period selection screen. 

Field Description 

Current Pay Period Refers to the most recently processed pay period. 

Previous Pay Period Refers to the pay period prior to the current pay period. 

Other Pay Period Used to select a pay period prior to the previous pay period. 

Return to Previous Menu Used to return to the previous menu. 

To select an option from the pay period selection screen, Tab to the applicable option and press 

Enter. 
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If the Other Pay Period option is selected, the pay period status screen is displayed showing the 

current pay period for processing. No entry is required; press Enter to continue. 

 

Figure 14: Pay Period Status Screen (Example is for SF 50-Bs and SI-650s Status) 

The pay period entry screen is displayed. Up to 24 pay periods prior to the previous pay period can 

be selected. Key in the applicable pay period and press Enter. 

 

Figure 15: Pay Period Entry Screen (Example is for SF 50-Bs and SI-650s Pay Period Entry) 

The Selection Criteria for Summary Counts screen is displayed for the user to type in requirements 

for an online view of the Summary Counts. 

 

Figure 16: Selection Criteria for Summary Counts Screen (Example is for Summary Counts of    
SF 50-B and SI-50) 
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Complete the fields as follows: 

Field Instruction 

Command Type H for the Help screen or R to return to the menu. Tab to the next 

field. 

Department Code Type the Department code. 

Agency Code Key in the Agency code. 

Submitting Office 
Number 

Key in the personnel office identifier. 

For the Summary Counts of All Other Forms option only, the Selection Criteria for Summary 

Counts screen displays three additional fields to allow user to select forms down to the fourth 

organizational structure level. 

 

Figure 17: Selection Criteria for Summary Counts Screen (Example is for All Other Forms 
Option) 

Complete the fields as follows: 

Field Instruction 

Org Structure Level 2 Type in the second level organization structure code. 

Org Structure Level 3 Type in the third level organization structure code. 

Org Structure Level 4 Type in the fourth level organization structure code. 
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After completing the applicable fields, press Enter. The summary counts status screen for a specific 

pay period is displayed. The screen displays the pay period in the top right-hand corner. 

 

Figure 18: Summary Counts Status Screen (Example is for Summary of SF 50-Bs and SI-650s 
Available to RFQS for Pay Period 13) 

If O is displayed in the No. Forms column on the summary counts status screen, data is not 

available for the selected pay period. 

If the message Not Ready is displayed in the No. Forms column, the system has not finished 

processing the data. When a number is displayed, it indicates the number of forms available for 

printing. 

If RFQS does not provide any forms and/or reports for your personnel office identifier, a message 

screen is displayed. 

 

Figure 19: RFQS Message Screen 

 To return to the Forms menu, press Enter at the summary counts status screen or the 

message screen. 

 To request another summary count, return to the Selection Criteria for Summary 

Counts screen. The criteria from your last request is still displayed on the screen. Tab to 

the fields to be changed and enter the appropriate data. After all changes are made, 

press Enter. 

 To request another report, select the appropriate menu and proceed as described. 
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Forms and Reports Selection 

Each option at the RFQS menu provides a submenu that lists all forms or reports in that option. 

Each submenu has a pay period selection screen that provides the current pay period, previous pay 

period, and other pay period to be used for selecting output. 

For purposes of this procedure, instructions in this section relate to the SF 50-Bs. The SF 50-B 

option only has a pass selection screen showing First Pass, Second Pass, and Both Passes options. 

Use the instructions below for these forms. At the Forms menu, the cursor is automatically 

positioned to request the SF 50-B. 

To select this option, press Enter. The pay period selection screen is displayed. 

 

Figure 20: Pay Period Selection Screen (Example is for (SF 50-B) Notification of Personnel 
Action) 

Data is processed for a pay period after BEAR executes. 

To select another option, Tab to the desired and press Enter. The appropriate option name is 

displayed on each screen. 

Below is a brief description of each option listed on the pay period selection screen: 

Field Description 

Current Pay Period. Refers to the most recently processed pay period. 

Previous Pay Period. Refers to the pay period prior to the current pay period. 

Other (Last 26 Pay 
Periods). 

Used to select a pay period prior to the previous pay period. 

Return to Previous Menu. Used to return to the Forms menu. 

To select an option from the pay period selection screen, Tab to the applicable option and press 
Enter. 
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If the Other Pay Period option is selected, the pay period status screen is displayed showing the 

current pay period processing. No entry is required; press Enter to continue. 

 

Figure 21: Pay Period Entry Screen (Example is for SF 50-Bs and SI-650s Status) 

The pay period entry screen is displayed. 

 

Figure 22: Pay Period Entry Screen (Example is for SF 50-Bs and SI-650s Pay Period Entry) 
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Up to 24 pay periods prior to the previous pay periods can be selected. Type the applicable pay 

period and press Enter. The Selection Criteria screen is displayed except when the SF 50-B is 

selected. The pass selection screen is displayed only after selecting the SF 50-B. 

 

Figure 23: Pass Selection Screen 

A pass is a system processing cycle which updates the SF 50-B files. Below is a description of each 

pass. 

Field Description 

First Pass Usually runs on the first Sunday following the end of a pay period. 

Second Pass Usually runs on the second Sunday following the end of a pay period. 
This pass prints the SF 50-Bs processed in the system. 

Both Passes Used to request SF 50-Bs for both passes described above. 

To select an option from the pass selection screen, Tab to the applicable option and press Enter. 
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The Selection Criteria screen is displayed. 

 

Figure 24: Selection Criteria Screen (Example is for (SF 50-B) Notification of Personnel Action) 

All or a combination of the fields listed below may be displayed depending on the particular form 

or report selection. 

Complete the fields as follows: 

Field Description/Instruction 

Command Type H for the Help screen or R to return to the RFQS menu. Tab to the 

next field. 

User's Name To Be on 
JCL 

Type the user's name or other information to identify the report 
destination. 

Remote Destination Type the printer identifier where the form is to be printed. 

Last Character of Job 
Name 

Type any letter (A-Z) or number (0-9) to identify this report from others 

being specified. This character becomes the last character of the job 
name. If no entry is made, the system defaults to Q. 

It is recommended that a unique six-digit job-name character be entered 
whenever the possibility exists that more than one report will be 
requested. If a character is not entered and the system defaults to Q, 

when two reports are requested, both jobs would have the same job 
name. Since duplicate jobs cannot execute at the same time, one job 
would have to be completed before the system could start executing the 
other job. If the reports were given different job names, they could be 
executing simultaneously. 

System Output Class Type A to generate a hard copy at the designated printer or X to hold 

output for viewing at the terminal. For instructions on viewing a report 
before printing, see the ISPF procedure which is available online at the 
NFC Web site. To view and/or print this procedure, select HR and 
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Field Description/Instruction 

Payroll Client from the My NFC drop-down menu on the NFC 
homepage. At the HR and Payroll Client page, click the Publications tab 
in the center ribbon. Select the ISPF manual located under the Reporting 
publication category. If no entry is made, the system defaults to A.   

Number of Copies Type the number of reports needed (1-5). If no entry is made, the 

system defaults to 1. 

Department Code Type the Department code. 

Agency Code Type the Agency code. 

Submitting Office 
Number 

Type the POI. 

Org Structure Level 2 Type the second level of the organizational structure code. 

Org Structure Level 3 Type the third level of the organizational structure code. 

Org Structure Level 4 Type the fourth level of the organizational structure code. 

SSN Type up to three employee social security numbers (SSN). To print all SF 
1150s of the requested pay period, leave the SSN fields blank 

After completing the applicable fields, press Enter to submit the job for output. The RFQS menu is 

displayed. 

To request another form, select the appropriate menu and proceed as described. 
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VPS-Printing Program 

This option allows users with 3270 printers to monitor and control the printing of RFQS reports 

through the VMCF. 

To select this option, at the RFQS menu Tab to the VPS - Printing Program option and press Enter. 

The VMCF Primary Option Menu screen is displayed with the cursor at the option line. 

 

Figure 25: VMCF Primary Option Menu Screen 

Complete the entry fields as follows: 

Field Instruction 

Option Type 1 to enter the VPS print command. Press PF3 or key in End or X 

and press Enter to terminate VMCF. 

Printer Type your printer ID and press Enter. 
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The VPS Printer Command Menu screen is displayed with the cursor at the option line. 

 

Figure 26: VPS Printer Command Menu Screen 

Complete the fields as follows: 

Field Instruction 

Option Type 3 to start the printer. Press PF3 or key in End or X and press Enter 

to terminate VMCF. 

Printer The printer ID from the previous screen is displayed. No entry is required. 
Press Enter. 

The message Command Issued is displayed in the upper-right corner of the screen. 

To view the status of the printer, press PF3 to return to the VMCF Primary Option Menu. Type 2 to 

Display VPS Printer List option. Press Enter. 
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The VPS Printer Selection Menu screen is displayed. 

 

Figure 27: VPS Printer Selection Menu Screen 

Enter your printer number. Press Enter. 

The VPS Printer Selection List screen is displayed. This screen displays the printer specified by 

the user, the number of jobs currently waiting to print, and the status of the printer. 

 

Figure 28: VPS Printer Selection List Screen 

If the command was not issued, the message Printer Not Found is displayed in the upper-right corner 

of the VPS Printer Command Menu. This message indicates that the printer has not been activated. 

For further assistance, call the Operations and Security Center at 1-800-767-9641 or 

504-426-6435. 

To exit VPS, press PF3 until the RFQS menu is displayed. 

Users with other types of printers should follow their normal procedures to retrieve and print 

reports. 
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ISPF - Viewing Program 

ISPF enables the users to view a report at their terminal prior to printing. For detailed information 

on accessing ISPF, see the Interactive System Productivity Facility (ISPF) procedure which is 

available online at the NFC Web site. To view and/or print this procedure, select HR and Payroll 

Client from the My NFC drop-down menu on the NFC homepage. At the HR and Payroll Client 

page, click the Publications tab in the center ribbon. Select the ISPF manual located under the 

Reporting publication category. Users with other types of printers should follow their normal 

procedures to retrieve and print reports. 
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Viewing the Print Status of Reports 

After exiting RFQS (see Signoff) in this procedure, key in st or status at the Ready prompt.  A 

message is displayed indicating the status of the job.  If the user is not logged on to RFQS at the 

time the job execution is completed, the message is displayed the next time the user logs on or exits 

RFQS. 

Message Description 

Executing Job NF999Q 
(JOB12345) 

Displayed when the job is being executed. 

Job NF999Q (JOB12345) Waiting 
Execution 

Displayed when the job is waiting to be executed. 

Job NF999Q (JOB12345) On 
Output Queue 

Displayed when the job is waiting to be retrieved at a terminal 
or waiting to be printed at an online or remote printer. 

No Jobs Found 

Ready 

Displayed when the job has executed and is no longer in the 
queue. 
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Exhibits 

The following forms and reports are available in RFQS. For more information and instructions, 

refer to Forms and Reports Selection (on page 25). 

This section includes the following topics: 

1. Notification of Personnel Action .......................................................................... 39 

2. Personnel Notification Document ........................................................................ 41 

3. Within-Grade Increase Record ............................................................................. 43 

4. Performance Appraisal ......................................................................................... 45 

5. Probationary or Trial Period Report ..................................................................... 47 

6. Supervisory or Managerial Probationary Period Report .................................... 49 

7. Certification for Within-Grade Increase ............................................................... 51 

8. Probationary or Trial Period Report ..................................................................... 53 

9. Record of Leave Data ............................................................................................ 55 

10. Classified Employee Control Listing of Within-Grade Increase Forms for 
Full-Time (F/T) and Part-Time (P/T) Employees ...................................................... 57 

11. Classified Employee Within-Grade Increase 16-Week Listing for F/T and P/T 
Employees .................................................................................................................. 59 

12. Classified Employee WGI Status Sixteen Week Listing for F/T and P/T 
Employees .................................................................................................................. 61 

13. Classified Employee Within-Grade Increase Four Week Notification for F/T and 
P/T Employees ........................................................................................................... 63 

14. Control Listing of Performance Evaluation Forms Prepared for F/T and P/T 
Employees .................................................................................................................. 65 

15. Notification of Expiration of Probationary or Trial Period ............................... 67 

16. Control List for Supervisory/Managerial Probationary Period Report Forms 69 

17. Control List for Supervisory/Managerial Probationary Forms ......................... 71 

18. Employees Approaching Expiration of Limited Appointment - Temporary.... 73 

19. Notification of Employees in Non-Pay Status with Expired NTE Dates .......... 75 

20. TAPER and Status Quo Employees Approaching Eligibility for Conversion to 
Career ......................................................................................................................... 77 

21. Employees Approaching Expiration of Grade Retention ................................. 79 

22. Report of Retirements ......................................................................................... 81 

23. Vacancy Review Notice ....................................................................................... 83 

24. Notification of Position to be Inactivated .......................................................... 85 

25. Summary Performance Evaluation .................................................................... 87 

26. Interim Performance Evaluation Report ............................................................ 89 

27. Conversion to Career Tenure Four Week Notification ..................................... 91 

28. Senior Executive Service (SES) Recertification Notification ........................... 93 

29. Position NTE Date Approaching Expiration ...................................................... 95 

30. Projected Duties Followup .................................................................................. 97 
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31. Employees Approaching Expiration of Detail Assignment .............................. 99 

32. Employees Approaching Expiration of Temporary Promotion...................... 101 

33. Federal Wage System WGI Status Eight Week Notification ........................... 103 

34. Temporary Employees - FEHB Coverage Eligibility ....................................... 105 

35. Performance Evaluation Eligibility for - Permanent (or Temporary) - Employees
................................................................................................................................... 107 

36. Notification of Longevity Percent Changes..................................................... 109 

37. Notification of Adjustment to Longevity Date ................................................. 111 

38. 90-Day Notification for Recertification of Retention Allowance .................... 113 

39. Listing of Employees with Change in Union Dues ......................................... 115 

40. FEHB Status Letters - Employee Express ....................................................... 117 

41. TSP Status Letters - Employee Express .......................................................... 119 
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1. Notification of Personnel Action 

Report Number SF 50-B 

Brief Description Provides documentation of official personnel actions processed. It 
reflects the data exactly as processed and as contained in the database 
for the employee. 

Report Availability After the processing of the first and/or second pass of the SF 50-Bs.  

 

Figure 29: Notification of Personnel Action 
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2. Personnel Notification Document 

Report Number SI-650 

Brief Description Provides documentation of official personnel actions processed for 
Smithsonian Institution. It reflects the data exactly as processed and as 
contained in the database for the employee. 

Report Availability After the second Sunday following the end of the pay period.  

 

Figure 30: Personnel Notification Document 
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3. Within-Grade Increase Record 

Report Number AD-658 

Brief Description Provides 16 weeks advance notice that the employee will complete the 
waiting period required for within-grade salary increase. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 31: Within-Grade Increase Record 
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4. Performance Appraisal 

 Report Number AD-435 

Brief Description Provides documentation of the supervisor's evaluation of the employee's 
performance. It is produced 10 weeks prior to the completion of the 
employee's rating period. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 32: Performance Appraisal 
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5. Probationary or Trial Period Report 

Report Number AD-507 

Brief Description Provides notification of employee approaching expiration of probationary 
or trial period. It is produced at the end of the seventh month of the 
probationary/trial period. 

Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 33: Probationary or Trial Period Report 
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6. Supervisory or Managerial Probationary Period Report 

Report Number AD-773 

Brief Description Provides documentation of the supervisor's evaluation of the employee's 
performance while serving as a probationary period as a permanent 
first-time supervisor or manager. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 34: Supervisory or Managerial Probationary Period Report 
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7. Certification for Within-Grade Increase 

Report Number CD-416 

Brief Description Provides advance notice that a Department of Commerce (DOC) 
employee will complete the waiting period required for a within-grade 
salary increase. 

Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 35: Certification for Within-Grade Increase 
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8. Probationary or Trial Period Report 

Report Number CD-35 

Brief Description Provides notification of a DOC employee approaching expiration of 
probationary or trial period. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 36: Probationary or Trial Period Report 
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9. Record of Leave Data 

Report Number SF 1150 

Brief Description Provides documentation to transfer employee leave balances to another 
Department or to certify the leave balances when an employee 
separates from the Government service. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 37: Record of Leave Data 
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10. Classified Employee Control Listing of Within-Grade Increase Forms 
for Full-Time (F/T) and Part-Time (P/T) Employees 

Report Number AECO36T7 

Brief Description Provides a list of employees for whom Form AD-658, Within-Grade 
Increase Record, is being distributed. Four different reports are 
generated depending on the personnel office identifier entered on the 
selection criteria screen for the classified employee Within-Grade 
Increase (WGI) List option. 

 Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 38: Classified Employee Control Listing of Within-Grade Increase Forms for F/T and P/T 
Employees 
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11. Classified Employee Within-Grade Increase 16-Week Listing for F/T 
and P/T Employees 

Report Number AECO36S1 

Brief Description Provides a list of WGIs for classified employees in pay plans GS, GG, 
LG, FO, FP, AL, CA, and TR whose latest performance appraisal rating 
is fully successful or greater. The WGI is generated by the PPS for each 
of these employees. It is produced 16 weeks prior to the due date of the 
employee's WGI. This report is not applicable to the Office of Special 
Counsel (OSC). 

Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 39: Classified Employee Within Grade Increase Sixteen Week Listing for F/T and P/T 
Employees 
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12. Classified Employee WGI Status Sixteen Week Listing for F/T and P/T 
Employees 

Report Number AECO36S2 

Brief Description Provides a list of employees in pay plans GS, GG, LG, FO, FP, AL, CA, 
and TR whose latest performance appraisal is less than satisfactory. A 
WGI will not be processed for these employees. The report is produced 
16 weeks prior to the due date of the employee's WGI. This report is not 
applicable to the OSC. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 40: Classified Employee WGI Status Sixteen Week Listing for F/T and P/T Employees 
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13. Classified Employee Within-Grade Increase Four Week Notification 
for F/T and P/T Employees 

Report Number AECO36U4 

Brief Description Provides a list of employees whose latest performance appraisal ratings 
are fully successful or greater. It is produced 4 weeks prior to the 
generation of WGIs for those employees listed on the report. It updates 
the 16-week notification previously issued. This report is not applicable to 
the OSC. 

Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 41: Classified Employee Within Grade Increase Four Week Notification for F/T and P/T 
Employees 
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14. Control Listing of Performance Evaluation Forms Prepared for F/T 
and P/T Employees 

Report Number AECO36T8 

Brief Description Provides notification that Form AD-435, Performance Appraisal, has 
been distributed for each employee listed. It is prepared five pay periods 
to the evaluation due date. 

Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 42: Control Listing of Performance Evaluation Forms Prepared for F/T and P/T Employees 
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15. Notification of Expiration of Probationary or Trial Period 

Report Number AECO36T2 

Brief Description Provides a list of employees approaching expiration of probationary or 
trial period. It is prepared 4 months prior to expiration of probationary or 
trial period. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 43: Notification of Expiration of Probationary or Trial Period 
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16. Control List for Supervisory/Managerial Probationary Period Report 
Forms 

Report Number AECO36T3 

Brief Description. Provides notification that DOC Form CD-352, Certification of Satisfactory 
Completion of Probationary Period (Supervisory/Managerial), has been 
distributed for the employee approaching expiration of 
supervisory/managerial probationary period. 

Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 44: Control List for Supervisory/Managerial Probationary Period Report Forms 

 





Publication Category: Reporting 
 Remote Forms Queuing System (RFQS) 

 

 
 

71 
 

 

17. Control List for Supervisory/Managerial Probationary Forms 

Report Number AECO8301 

Brief Description Provides notification that Form AD-773, Supervisory or Managerial 
Probationary Period Report, has been distributed for the employee 
approaching expiration of supervisory/managerial probationary period. 

Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 45: Control List for Supervisory/Mangerial Probationary Forms 
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18. Employees Approaching Expiration of Limited Appointment - 
Temporary 

Report Number AECO37T1 

Brief Description Provides a list of employees approaching expiration of limited 
appointment. It is generated three pay periods prior to the expiration 
date. 

Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 46: Employees Approaching Expiration of Limited Appointment - Temporary 
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19. Notification of Employees in Non-Pay Status with Expired NTE Dates 

Report Number AECO37T5 

Brief Description Provides a list of employees in non-pay status with expired not-to-exceed 
(NTE) dates. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 47: Notification of Employees in Non-Pay Status with Expired NTE Dates 
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20. TAPER and Status Quo Employees Approaching Eligibility for 
Conversion to Career 

Report Number AECO37T6 

Brief Description Provides a list by pay period of TAPER (temporary appointment pending 
establishment of a register) and status quo employees approaching 
eligibility of conversion to career positions. A TAPER employee is 
employed under an Office of Personnel Management (OPM) authority 
granted to an Agency when there are insufficient eligibles on a register to 
fill a position. A status quo employee is one who failed to acquire 
competitive status when his/her position was placed in the competitive 
service by a statute, Executive Order, or Civil Service Rule which 
permitted retention without acquiring such status. 

Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 48: TAPER and Status Quo Employees Approaching Eligibiity for Conversion to Career 
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21. Employees Approaching Expiration of Grade Retention 

Report Number AECO37T9 

Brief Description Provides notification of employees approaching expiration of grade 
retention. It is generated three pay periods prior to the expiration date. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 49: Employees Approaching Expiration of Grade Retention 
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22. Report of Retirements 

Report Number AECO37T4 

Brief Description Provides a list of employees for whom a retirement action has been 
processed either in the pay period of the report or in the preceding pay 
period. It also states the type of retirement. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 50: Report of Retirements 
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23. Vacancy Review Notice 

Report Number AECO4604 (PMS 1) 

Brief Description Provides notification to managers of positions vacated within the last 
2 weeks and the staffing options available. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 51: Vacancy Review Notice 
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24. Notification of Position to be Inactivated 

Report Number AECO4604 (PMS 2) 

Brief Description Provides notification to managers of positions vacated for 9 months that 
will automatically be inactivated by the system. A tickler report is issued 
6 months after the date the position is vacated. A final report is issued 
1 month before the position is inactivated. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 52: Notification of Position to be Inactivated 
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25. Summary Performance Evaluation 

Report Number Memorandum 

Brief Description Provides notification to the supervisor that a DOC employee should 
receive an interim performance evaluation in compliance with the 
Department's appraisal system. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 53: Summary Performance Evaluation 
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26. Interim Performance Evaluation Report 

Report Number Memorandum 

Brief Description Provides notification to the supervisor that a DOC employee should 
receive an interim performance evaluation in compliance with the 
Department's appraisal system. 

Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 54: Interim Performance Evaluation Report 
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27. Conversion to Career Tenure Four Week Notification 

Report Number AECO37U8 

Brief Description Provides notification to the Agency that an employee will become eligible 
for conversion to career tenure. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 55: Conversion to Career Tenure Four Week Notification 
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28. Senior Executive Service (SES) Recertification Notification 

eport Number AECO37V1 

Brief Description Provides a list of SES employees due to be recertified within 2 weeks of 
the "projected as-of date". 

Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 56: SES Recertification Notification 
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29. Position NTE Date Approaching Expiration 

Report Number AECO4604 (PMS 3) 

Brief Description Provides notification to management of positions approaching NTE date. 
Tickler reports are issued prior to the NTE date at 3-month, 2-month, and 
1-month intervals. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 57: Position NTE Date Approaching Expiration 
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30. Projected Duties Followup 

Report Number AECO4604 (PMS 4) 

Brief Description Provides notification that a post audit or review is due on a position with 
projected duties and responsibilities. The tickler report identifies a 
particular position and organization and is issued 6 months after an 
employee is assigned to such a position. Follow reports are issued every 
3 months. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 58: Projected Duties Follow-Up 

 





Publication Category: Reporting 
 Remote Forms Queuing System (RFQS) 

 

 
 

99 
 

 

31. Employees Approaching Expiration of Detail Assignment 

Report Number AECO37U1 

Brief Description Provides notification of employees who are approaching their NTE dates 
for detailed assignments. It is generated three pay periods prior to the 
expiration date. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 59: Employees Approaching Expiration of Detail Assignment 
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32. Employees Approaching Expiration of Temporary Promotion 

Report Number AECO37U2 

Brief Description Provides notification of employees approaching expiration of their NTE 
date for a temporary promotion. It is generated three pay periods prior to 
the expiration date. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 60: Employees Approaching Expiration of Temporary Promotion 
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33. Federal Wage System WGI Status Eight Week Notification 

Report Number AECO37U3 

Brief Description Provides a list of Federal Wage System employees whose WGIs are not 
generated due to a performance rating of less than fully successful. The 
WGI is not generated unless action is taken to change the performance 
appraisal to fully successful or greater before the effective date of the 
WGI. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 61: Federal Wage System WGI Status Eight Week Notification 
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34. Temporary Employees - FEHB Coverage Eligibility 

Report Number AECO37U4 

Brief Description Provides notification that certain temporary employees will become 
eligible to participate in the Federal Employees Health Benefits (FEHB) 
Program. It is produced two pay periods in advance of the FEHB 
eligibility pay period. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 62: Temporary Employees - FEHB Coverage Eligibility 
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35. Performance Evaluation Eligibility for - Permanent (or Temporary) - 
Employees 

Report Number AECO37U5 

Brief Description Provides the performance evaluation eligibility date for all permanent 
employees and temporary employees serving under an appointment of 
120 days or more. An individual report is produced for each permanent 
employee and temporary employee serving under an appointment of 
120 days or more. 

Report Availability After the second Sunday following the end of the pay period. 

 

 

Figure 63: Performance Evaluation Eligibility for - Perm - Employees 
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36. Notification of Longevity Percent Changes 

Report Number AECO37U6 

Brief Description Provides a list of U.S. Secret Service employees who will begin longevity 
pay for the first time and employees whose percentage is changing as a 
result of completing the number of years of service required for an 
increase in longevity pay. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 64: Notification of Longevity Percent Changes 
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37. Notification of Adjustment to Longevity Date 

Report Number AECO37U7 

Brief Description Provides a list of U.S. Secret Service employees whose longevity dates 
have been adjusted due to hours not worked because of suspension or 
absence without official leave (AWOL). Suspension or AWOL hours are 
not creditable for longevity pay purposes. It is produced in the last pay 
period processed for the calendar year. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 65: Notification of Adjustment to Longevity Date 
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38. 90-Day Notification for Recertification of Retention Allowance 

Report Number AECO37U9 

Brief Description Provides notification of employees approaching expiration of retention 
allowance. It is prepared 90-days in advance of expiration. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 66: 90-Day Notification for Recertification of Retention Allowance 
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39. Listing of Employees with Change in Union Dues 

Report Number BEAR9203 

Brief Description Provides a list of employees whose current union dues deduction has 
changed in accordance with the Table Management System (TMGT) 
Table 010, Union and Association Code Address. NFC will generate a 
pay adjustment for each employee listed on the report. The report is 
available to all personnel offices each pay period. The reports are sorted 
by Agency, personnel office identifier, and Social Security number and 
retained in RFQS for 26 pay periods. The report contains sensitive data; 
use is restricted. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 67: Listing of Employees with Change in Union Dues 
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40. FEHB Status Letters - Employee Express 

Report Number None 

Brief Description Provides a letter to the personnel office to be issued to the employee 
confirming enrollment and/or change in enrollment in FEHB. A letter is 
available for every SF 2809, Health Benefits Registration Form, 
submitted through Employee Express. A copy of the letter is retained in 
the employee's official personnel folder. Letters are sorted by the 
organizational structure code and retained in RFQS for 26 pay periods. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 68: FEHB Status Letters - Employee Express 
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41. TSP Status Letters - Employee Express 

Report Number None 

Brief Description Provides a letter to the personnel office to be issued to the employee 
confirming enrollment and/or change in enrollment in TSP. A letter is 
available for every TSP-1, Thrift Savings Plan Election Form, submitted 
through Employee Express. A copy of the letter is retained in the 
employee's official personnel folder. Letters are sorted by organizational 
structure code and retained in RFQS for 26 pay periods. 

Report Availability After the second Sunday following the end of the pay period. 

 

Figure 69: TSP Status Letters - Employee Express 
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